

Approved For Relefcffe 2000/09/12 : CIA-RDP80 


- 018 IM 


000600110006-2 


m ■; 




S-E~C-R-E»T 




Thiad draft 
26 April 1951 a 


25X1 A 
25X1 A 


PERSONNEL 


THE CAREER SERVICE 
CP THE 

CENTRAL INTELLICE1CE AGFNCT 


COT TENTS 


l a General 
2. Definitions 
3* Policy 

l*o Organization of the CIA Selection 
Board and Panel of Examiners 


5« Responsibilities 

6 1# Career, Selection Report 

7o Procedures 


r 


lo GENERAL 

This Regulation establishes the Career Service of the Cental Intelligence 
Agency effective 1 July '1951* and prescribes related policies # responsibilities 

and procedures 0 Membership In the Career Service will be limited to Staff 

. * ■ * - 

Employees who are eligible for consideration in accordance with the provisions 

of this Regulation * 

2, DEFINITIONS 

«e The "Career Ser/ice of th ? Central Intelligence Agency™ is a group of 
carefully selected and tr lined individuals who ^accept an ^Siriag^bbli- 
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gation to devote themselvaa to the needs of tea intelligence | 

^nd who h >ve the expectancy of a career in the CIA, 
"Trial service period” consists of the first your of service in the CIA 
as defined ini 
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"Provisional. period” consists of three years 3 active service in the 
CIA which is a prerequisite to consideration for membership in the 
Career Service « 

"Active service” for the purpose of 2c above, need not be continuous 
service and will include any of the following periods: 

(1) Active servLoe? ffoic ttm effgctivfrj tote of entranc e qn & .ty^ S9 

or after 18 Sepjj^nberipUT^ Q ' ~ Q r ■ j 

(2) Absence on leave with pays / 

(3) Absence on leave without pay which does n.ot exceed 22 days in 
the aggregate within a calendar year; except that absence on 
leave without pay fer Agency-sponsored outside training will be 
fully counted* 

'Active service”, for the purpose of 2c above may, at the discretion of 
the ClA Selection Board, include service in the Agency while on military 
detail, or military service if the employee left the Agency during tbs 
provision'll period to enter the 'rmed Forces « 

POLICI 

The Agency td.ll. maintain a Career Service consisting of personnel selected 
from among Staff Employees * Personnel selected for membership will be 
afforded tdlhia the framework of applicable laws preferential considers tion 
or opportunity to advance their careers in the CIA by utilizing the bene- 
fits and facilities now and hereafter provided for members of the Career 
Service including promotion, tenure, training, rotation or assignment, and 
other programs designed tc improve their value to the Agency » 
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b„ Personnel who are accepted for membership in the Career Service will 
have the obligation to seiva anywhere and at any time and for any 
kind of duty as deteratiaed by the needs of CIA and they are assured 
that, in order to carry out this policy of the Career Service*, full 
consideration will be given to their particular capabilities, interests 
and personal circumstance® . 

®-s The selection process will encompass the evaluation and development of 
each Staff Stanley ee during, hie provisional periods In this manner, 
the individual's abilities, capabilities and deficiencies will be 
evaluated in order to determine his suitability for selection into 
the Career Service 0 The selection process will include these stages 
of employee evaluation and development* 

(1) A review and determination of each individual* s suitability for 
continued Agency employment prior to the expiration of the trial 

25X1 A period, in accordance wi ' HHj 

(2) The preparation of such Career £ election Reports are as Herein 
prescribed^ 

(3) A review of each application for selection into the Career Service' 
after the individual concerned gains eligibility for consideration 
by completing the provisional periods 

• (U) The provision of continuing Instruction and developmental guidance 
and assistance to each individual throughout the proti si on&l period 
in order that he may iemonstr&te his suitability for membership in 
the Career Service and to eliminate or satisfactorily resolve any 
deficiencies* 

J«D 
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d. Consideration for selection into the Career Service will be based u^on 
formal application by eligible personnel* Those who fail to make appli- 
cation or whose applications are not accepted will continue to possess 
the benefits accorded to b 0 s* Government employees by law, including 
the Veterans Preference .Act as amended* In addition, they will receive 
the benefits deriving from Agency employment, except those benefits ox- 
advantages expressly reserved to members of the Career Service,, 

e. If an indivich al applies for membership in the Career Service and is 
not accepted, he will be Informed of the reasons for the rejection and 
he will be givers assistance and g idance in order to correct or eliminate 

:• . i f 

the causes of his rejection and to have an opportunity to demonstrate 
his suitability for future application and selection into the Career 
Service* 

f. Each Staff Employee on duty as of 1 July 195U who has three years of 
active service in the CIA will be accepted into the Career Service 
without further review, upon receipt of his completed application* 

Each Staff Employee on duty as of 1 July 195k who has less than three 


years of active service in the CIA will be accepted into the Career 
Service without further review upon completion of three years of active 
service in the CIA and upon receipt of his completed application* No 
application will be considered if formal action is pending which may lead 
to termination of the individual 8 ® employment* 

• -u- j ' 

; i 
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Uo ORGANIZATION' OF THE CIA SELECTION BOARD AND PANEL OF EXAMINERS 

a. CIA SELECTION BOARD 

(1) The CIA Selection Board is established and will consist of am 
voting member and one alternate member from each of the major 
components a Appointments will be mad© for a fiscal year by th® 
Director of Central Intelligence e Agency officials appointed 

■> , ? ' ,L : . : 

to the Board may be reappointed, however, at the expiration of 
their period of service. The Assistant Director tor Personml 
will serve as the Chairman of the CIA Selection Board 0 

j ■ j 

(2) The CIA Selection Board will be provided a Secretariat consisting 
of a full —time Executive Director and such other administrative 
and clerical personnel as are required by the Board. The Executive 
Director will function under the direction of the Assistant Director 
for Personnel. 

b. PANEL OF EXAMINERS 

(1) A Panel of Examiners is established and will consist of members of 
the Career Service, GS-lh and above. 

(a) Each Career Component in tbs Agency will have proportional 

representation on the Panel based on its personnel strength 

■ A;- f ' % . I 

as of the beginning of each fiscal year* At least one member 
will be named to the Panel from each Career Component u 
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(b) -Members of the Panel of Examiners will be appointed by 
the Director of Central Intelligence from among those 
nominated by the Career Components for a fiscaJL year 
period after he has received the recommendations of 
the CIA Select! an Board,, 

(2) Examining Panels,, convened in individual cases pursuant to this 
Regulation* will consist of three voting examiners selected by 
the Executive Director,- Examiners jrfill chosen in a manner 

<Z 


that wiXl^tppropriately represent 




ILLEGIB 


5c 

ILLEGIB 

ILLEGIB 


ative 

Director or his designee will serve as non-voting chairman on each 
Examining Panelo 
RES PCRSIBILI TIES 

ASSISTANT DIRECTOR FOR PERSONNEL 

The Assistant plrector for PersonnelHH^HHHKresponsibili^-for 

the selection program herein established 



and will ensure that the program is administered in accordance with 
personnel policies of the Agency,, In order to achieve these purposes* 
he is responsible for furnishing advice and guidance to the CIA Selection 
Board and for recommending to the Director of Central Intelligence such 
additional policies and pitjcedures as he may consider necessary c The 
Assistant Director for Pcjscunel is responsible for notifying employees 
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who satisfactorily complete their trial aid provisional periods and 
for advising eligible personnel of their opportunity to apply for 
selection in to the Career Service 0 

o 8 CO SELECTION BOARD 

The CIA Selection Board is responsible for formulating appropriate 
criteria for selection into the Career Service and for performing the 
activities assigned to it as specified in this Regulation* 

Co PANEL OF EXAMINERS 

Subject to the direction of the CIA Selection Board, the Panel of 
Examiner 3 is responsible for performing the activities assigned to 
it as specified in this Regulation* 
do SUPERVISORS 

(1) I sas® di ate supervisors are responsible for completing Career Selec- 
tion Reports on employees under their jurisdiction and for recom- 
mending that such employees either be retained in , Agency employment 
or be separated from CIA prior to the expiration of their trial 
period or at any time thereafter* Supervisors next in line will 
sign Career Selection Reports* 

(2) Immediate supervisors are primarily responsible for assisting and 
instructing employees under their jurisdiction to eliminate any 
general weaknesses or specific deficiencies in performance detected 
during their trial period* Immediate supervisors are also respon- 
sible for assisting employees who have completed their trial period 

• 7 - 
S—.l- 
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to overcome any inadequacies that might prevent their eventual 

; ■ . S ',.••• 

r. f 

selection into the Career Service# 

e. READS OF CAREER C0KPCHESTS 

' $ 

L I 

Heads of Career Components are responsible for reviewing and commenting 

■ ■ r ■ { 

on the recommendations of supervisors specified in d above and for 
referring appropriate cases to the Assistant Director for Personnel 

. - i 

.• - - 1 

i '5 

for further review and action as herein described a 

* ■ K | . 

6 0 CAREER SELECT1CD REPORT 

: f 

| ' 

a« The Career Selection Report^ Form No a 37»16? (Attachment k) 9 will be 

used to evaluate Staff Employees during their trial and provisional 

■ ■ : ■: •; r r- f t- . ? x tp\ 

■ t . * 

periods* 

— i I 

b 8 Career Selection Reports will be executed for each Staff Employee 
upon the completion of tho following periods cf seVvice from the 

effective date of their entrance on duty; 

^ • | | ' 

(1) Nine months* service* 

r - ' | /; . ' 

(2) Twenty- one months’ service, and 

(3) Thirty- three months’ service „ 

t 

7* PROCEDURES 

a. EVALUATiaiS El RID C THE PROVISIONAL P r RI0D 

i f . 

(1) Career Selection Reports will be prepared for each Staff Employee 

' .. 

in accordance with paragraph 6b (above)* 
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(2) If in conjunction with the preparation o? these Re] 

appears necessary, action will be t^ken in accordance with existing 


•rts separation 


Agency procedures,, 

b. APPLICATION FOR SELECTION TO THE CIA CAREER SER?ICE 

(1) Upon the completion of the three-year provisional period, an indi- 
vidual is entitled to make application for mwnbership (Attachment 
B) in the Career Service unless formal action is pending which may 
lead to termination of the individual's employment,. Failure to 
apply for membership in the Career Service at the end of the pro- 
visional period does not bar the individual's right to make future 
application^ The effective date of selection into the Career Service 
will be either the date of application or the completion of the 
provisional period at the discretion of the CIA Selection Board 
(See Section (U)(d) below) 0 

- . . - '• i k 

(2) An Official notification of an employee's eligibility to apply for 
membership will be forwarded by the Assistant Director for Personnel, 
to the individual concerned® The individual will be required to 
make application or to reply by memorandum stating that he does 

I .JA 

not rteslrs to bs?corco * me**bsr of the Career Service* 

(3) Applications will be forwarded by the individual through official 
Channels to the Head of the Career Component concerned* 

U) Determinations of the suitability of Staff Employees will be pro- 
cessed as follows t 

-9- | 

i ' 
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(a) The Head of the Career Coa^oneMfc concerned will review the 
application and obtain the comments of the Component Career 
Service Board :L? such comments are desired,, He will forward 
the application together with his recommendation t© the 
Executive Di rector of the CM Selection Bear:!, 

(b) Upon receipt of the application* the Executive Director will 
assemble all ftvailable doowserrtaij on pertinent to the case 
and will convene an Examining; Panel to consider the anpli- 
cation,, 

(e) The Examining Pinel will consider all pertinent information 
concerning the employee* including information furnished ly 
the Office of Personnel* Security Office* Office of Training* 
Medical Staff and the components having administrative and 
career juris diction ever the individual, If necessary* the 
Panel may request further information from the offices oon°» 
cernedo The Ixarainlag Panel will interview the individual 
and* if desired* his supervisor or other Agency eraployeeSc 
Responsibility for interviewing applicants 0S«6 and below 
may be delegated by the CIA Selection Board to Component 
Career -Service 3>'jarda 0 

( d ) If the. individual is overseas at the time ha becomes eligible 
for membership in the Career Servi.ce , the interview by the 
Examining Panel and the consequent decision ©n the acceptance 
of his appll.cat.1 or; for membership in the Career Service will, 
be deferred until he is physically available in Headquarters. 
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If the Head of a Career Component requests consideration of 

an individual 8 s application prior to his departure overseas , 

he may be interviewed by an Examining Panel at any tins® 

following the successful completion of the second year of 

his provisional period,, If the employee is recommended for 

membership at that times, his membership in the Career Service 
when finally approved will be effective as of the completion 

of his provisional periodo 

(e) The Examining Panel will recomend to the 01 A Selection 
Board either that the employee be appointed to the Career 
Service or that his selection be disapproved* 

{£) The CIA Selection Board on behalf of the Director of Central 
Intelligence will take formal action or the reccnmandation 
of the Examining Panel,, 

(g) When the finding of the CIA Selection Board is in disagree^ 
ment with that of the Head of the Career Component this 
fact shall be imported to hira 0 He may either accept the 
Board 9 s decision or refer the cause? , within ten woridng dagr® f 
for final decision by the Director of Central Intelligence* 

(h) The Assistant Director for Personnel will officially notify 
the individual of the action of the CIA Selection Board anti 
will place a copy of its determination In his Official. 
Personnel Folder., 

- n - 
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